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Incident Creation-Prosecutors 

To create a new incident on an existing case you will select the “eFile New”  button and then 

“Existing Case.”   
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The “Search/Add Case” screen will appear, you will enter the case number you intend to create 

the incident on select “Find” and then select the green plus sign under “Add.” 
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The “efile Batch Detail Screen” will appear. You will notice at the bottom of the screen a  “Click 

to View Error Message” button. This button when selected, allows you to view what steps need 

to be taken in order to complete the eFiling process. You will note it states “Incomplete Missing 

Document need to Add PDF or Add Proposed Verbiage.”  You will likely be filing information to 

support the creation of an incident which would be considered a Probation Records Shared 

(police report/citation or referral), so you will select the “Add PDF Document.” 
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The “ Add PDF Document” screen will appear. Please note, the police referral, citation or report 

shall be filed under the Document Type “Probation Record Shared ( Safeguarded)”  Select the 

“Choose File” button and attach the supporting documentation. Then select the “Attach PDF 

Document” button. 
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Once the supporting documentation is attached you will be routed to the “eFile Batch Detail” 

screen. You will notice under “New Inc” a green plus sign is now available.  By selecting this 

option, you will proceed with creating a new incident. 
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The “Add Incident to Case” screen will display.  You will notice many of required fields are 

already populated information.  This is for your convenience but can be changed if necessary. 

You will then select the blue arrow across from the “Incident Description” option.  Note:  If you 

are filing a Probation Records Shared document (Police report, citation referral, or other 

supporting documents to support the approval of the incident) leave the Intake Decision blank 

at this time.  Note:  Petition should only be selected if you are filing the Petition and are 

attaching the formal petition as a PDF document.   

Please contact your local district CARE/eFiling specialist for questions on specific district 

practice if there are questions.  
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The “Statute Lookup” screen will display. You may enter the offense code in the “Statute/Offense 

Code” or you can search the offense by using several of the options listed; “ Short Description”, 

“ Drug Related”, “State Statute Code”, “Severity”, “Category”, “Firearm”, or “ Statute 

Description.”  Select the applicable offense.  
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Once the offense is selected, you will once again be routed to the “Add Incident To Case” screen.  

Continue entering the applicable information until each filed is complete and then select the         

“Save Incident” button.  

 

You will then be routed to the “eFile Batch Detail” screen.  You can view the incident you created 

by selected the small paper and pencil option under the “Incident(s)” column.  This option will 

route you back to the “Add Incident To Case” screen  at which time you could delete the offense 

if created in error. If information appears to be correct select the “Cancel” option. 
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You will return to the “eFile Batch Detail” screen.  If you need to add additional incidents to a 

case, you will repeat the same process listed in the pages above. You will notice the “eFile” 

button is now available, if all information has been entered, please select this option. 
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You can check the status of your filing by going to the “My eFiled” screen and under the case 

name, either the incident number will display or the status of “New Inc” will show. Clerical staff 

will review the information you have entered and until that is approved, the actual incident will 

not display.  
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